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POINTS TO INCMDS WHEN DBTROCTING SOPERVISOBS 
IN THE USE OF THE PEHSOHHEL EVALU/ITION HEPOEI 
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on 13 J«e W52, Genml 


WU WUiiC g-ir- - - -■y. 

Career Service Coimaittee, therety inaugurating the CU 
j report was distributed under * ' 

Bs sure to read this reporto 


on 19 Joine* 


The Final Report of the Career Service Committee was the end)»prodaBt 
of over a year of comprehensive investigation and Intensive diseuMlOT 
by a number of coxraoittees appointed to formulate the various aspects 
of a career service program for the Agency* 


The Personnel Evaluation Report fonn that you have before you was 
developed by one of these committees as an integral part of the 
CIA Career Service Proeranu 


Each of us recognizes the in|>ortancQ of continual ev^uation of 
performance as an esseiiitial element in a career service* The 
Personnel Evaluation Report that has been designed for use in this 
Agency incorporates the best thinking of modem personnel adroinistratlon 
both in its specific objectives and in its relation to our career 
service program* 

Each supervisor in the Agency has the special responsibility of 
explaining to the individuals working under his jurisdiction the 
essential elements of the CIA Career Service Program and the 
specific functions of the Personnel Evaluation R^ort* 


Turning first to the Routing and Action Slip - 


The upper box of the Roiitlng and Action Slip will be filled in by the 
appropriate central Personnel Office and will be sent to the Svaluaticns 
Officer in your office* 


lour Evaluations Officer wUl transfer the information in the fimt six 
items on the Routing Slip to the first six items of the Persoi^ 
Elvaluation Report form before sending the P* E* R* to the supervisor 
concerned* 


The lower part of the Routing Slip Indicates the steps that will be 
taken in the processing of the Personnel Evaluation Report* 

For the purposes of this evaluation program, a supervisor is aryone 
who siqiervises anyone else* 

Now turn to the blue booklet, TOUR PERSONNEL EVALUATION REPORT, and to 
the form itself, PERSONNEL EVALUATION REPORT. We shall discuss them 
together* 


jrrniV*"* ' LLMiiriPO^^^- 

Security Th£ormt±on ‘ ' 
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9* Tbe firs't page indlea'tes ^hal* t>his blue booklet iB issued 

jolntay ly the Office of Training and the Personnel omne* 

Policy for ».Mb program derives ftrom the central Career Service Board, 
from the office Care^ Service Boards, and from the central Personnel 
Offioe* 

The Office of Training is responsitile oxfly for getting oob the 
informatloii and for providing Instructiiwi to all offiees in the Ageney* 

All questions regarding any phase of the Persoxmsl Evaluation Progrm 
should be sreferred throu{^ ohannels to your Evaluations Officer. He 
thit -Uien secure the nec^sary information from the ai^ropriate 3ource«i 
Six»e this is a new progra% it is particularly iaportant tlat all 
Inquiries be sent throu^ channels so that everyone concerned may 
have the benefit of the information as It comes throng. 

A copy of the blue booklet will be given to each individual in the 
Agency at the time that he fills in a Personnel Evaluation Report. 

10, TOUCH BRIEFLI ON EACH PARAGRAPH OF THE BLUE BOOKLET AND PROVIIE AN 
OPPORIDNUT FOR ANI l^IESTIOKS AS tOU GO ALONG, 


11 * 


first page, second paragra^^ "it is inportant that each indiv yual in 
ihe orea^zation becoms tharou^ily faralltar with Agency Nbtlces| I 


I Check with your Evaluations Officer if you need additscoal 
iqples of these notices to insure that each person under your 
iq>ervislon rreads thtee notices before filling in a P* E. R, 


25X1 


ELABORATE ON • "This evaluation is in terms of the requirements of 
your current position, etc," This is not a RATING form. This is not 
a substitute for the Civil Service efficiency ratings. This evaluation 
procedure is an aspect of the CIA Career Service Program. This evaluation 
is descriptive rather than rating or gra^g. This evaluation is 
ffaqjgpari perfoTnance that is good and that is promising 

for the future development of the individual and of the Agency, and 
also to indicate where performance does not measure to the 
reqolrexaants of the job. It is constructive and positive, bat it is 
completely down»to-»earth and realistic. 


Last item in the Hat of Specific Uses: "To indicate suitability for 
re-enployment • • This item is with the thou^t of some form of 
CXA Reserve in the future. 


12 . 


Now to a discussion of the items that follow the heading in 
Hue booklet,- Personnel Evaluation Report - Form No , 37-1 ^a 


EMPHASIZE THE IMPORTANCE OF FRANK DISCDSSIOK BETWEEN THE INIOFIDU/Uj 
and the SUPERVISOR both BEFORE AND AFTER THE FORM IS FILLED IN. 


restr:^ed 

Secm'ity uf ormation 
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12.(cont*d} The key word for this entire program is UNHiRSTANTyngfl. 

This program of personnel evaluation can succeed only idien ^here is 
understanding between each stqjervisor and each individual su^jervlsed 
regarding the reqairements of the Job, the individual's perfoimaxwe, 
and the objectives and procedicres of this evaluation program* 


13* Item 5* GIVE SMMFI^S OF HOW THE DUE DSlTE AND THE PERIOD COVERED BDf 
THE REPOBT ARE CALCULATED. Since this will be datemined by a oentxml 
Personnel Office, supeirvlsors need to be prepared only to clarify the 
8 iii;l.er questions that may be raised regarding Item 5» Difficult 
questions should be referred to the Evaluations Officer, 


lU. 


EMFBASIZB AGAIN THAT THE EVALUATIONS OFFICER IS THE CHANNEL FOR ALL 
ISFORMATK^ ON THIS PROCBiAl^ INQUIRIES SHOULD EE RieyRgBRn xo HTM^ 


Item 5 in the bdne booldLet, Tusni the page. Second paragraph from 
the top of the page, EXPLAIN THAT AN INDIFIIXIAL MUST HAVE UNDER 
THE JURJSDICTIOH OF HIS CURRENT SUPERVISOR FOR NINETI DAIS BEFORE AN 
ANNUAL REPORT BE FILEDu «« 



16 . 


When tills personnel evaluation program gets fully under way, a Persomiil 
Evaluation Report will normally be filed each time there is a 
reassignment of an individual or of a siqiervlsar* 


Item 5* Third paragraph fSrom the top of the paget Correction - 

Cross otttt "exclusive of time spent in provision 

full security clearance," This paragra^ will siaiiay reads "After 

1 October 1552, an l^tlal r^ort will be prepared for eaph IndlvldiiaX 

as of tile date that he completes his first nine months of servloe in 

the Agency," That is,** after he has been on the pay*roll for moBfeliB, 


h paragraph from the top of the pages EXPLAIN THAT THttt 

Wnii B£ NO WAITING PERIOD OP NINETI DAIS IN THE CASS OF THE TWTPTit. RSPOSf, 


Item 7 on the/ report form most be honest and realistic in terms of the 
Individual's actual daily work. The success of this program 
^ a true statement of the iadivldiiaa's major duties. It ieenthe 
Basis of the statement given In Item 7 that the indivldoia «hvv ^ 
evaluated in Item U, There must be a meeting of the hntiinp 
acparvisor end the person evaluated on the outline of amJw 
ooDtained in Item 7. 


It is certainly not the purpose of this svaluatioa proosm to get 
peo^e atlrr ed 19 or to imka them restless. However, there ore boumi 
tora « ma^ of people in Jobe for which they do nob consider 
thenseifira qualified. Item 9 provides on opportunity for an 

the type of work for whichhe^consldars ttet 
Sfinf the Job he may be in at the tiae of 

lull^ In this F. Jt, R, It is hoped that most pe<»le will indicate 
tl»t th^ are pidmai^ interested in the type of work they are r'/rin r 
at the time the F, E* R, is due, 



RESTRIOTED 
Security I^orraatlon 
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17* Item 15* This Item provides an ppportonilgr for a svparviBor to 

indioate vork that nay be better s^ted to an lndividii83.*8 aldlitiee 
than ‘Uie work that he is now doing* IMs nay be beoaxtfe an individoal'e 
work is enbixely satisfhotoxy but that the work he is doing provides 
little opportunity for the full use of his abilities^ or it any be 
beoause the individual's wock is not satisfaotozy and it appears that 
hs night do better eOsewhare* Bsre^ againt there suet be a ftehk and 
areallstio ervalnatlon of the individual's perfornBx»a and potentialities* 
If an individual being evaluated is* in the opinion of the snparVlscr* 
obvloualy unqualified for woric in GIA.^ the superrieor Should dlseuss 
tl^ situation with officials above him axui lAth the administrative 
office before making a reconsasndation for reassignment* 

18. wwH rse^kcs to rriS'SS 7 abo abd issm 9 and 15 ^ bi>h<isizb TUiT 

IT IS OF THE OREiTEST li^RTANCE THAT THERE HAVE BEEN FRANK nCSCUSSIOOS 
PEfPMKKH THE SUPERVISOR AND THE INDIVIIXIAL EVALUATED BEFORE THESE ITSfi 
ABE PILLED IN* NSIEHE3 THE SUPERVISOR NOR THE INIRVIDUAL EVALUATED 
SHOULD BE SURPRISED ST THE STATEMBSTS THAT EACH GIVES UNDER THESE ITES* 
THERE MUST EE UNDERSTANDINO IF THIS PROGRAM IS TO UORK EFFSCTIVSLX. 

It is suggested that a policy of providing the fullest possible 
information regarding opportunities in CIA willy in the endy lead to 
tile most constructively stable situation all round* Infonoation 
regarding eare^ opportunities in CIA should be secured tiirou^ your 
office Career Service Board and thro^i^ the Placemect Officer seirvlng 
your office £rom the central Personnel Office* 

19* Item 18* The supervisor is required to discuss the report with the 

individual evaluated after the report has been ireview^ by the reviewing 
official* A supervisor is not required to show the report f<nnn to 
the indi^dual evaluatedy boTTe nay do so if he wishes to* 

• 

SUPERVISORS SHOULD EE ADVISED TO DEVELOP CONSISTENT POLICI WITH 
REFERENCE TOt TO SHOW OR NOT TO SHOW THE COMPLETED FORM TO THE 
INDIVIDUAL EVALUATED. Something to be discussed at staff meetings* 

20* EMPHASIZE THE FINAL TMSB LINES IN THE H.UE BOOKLET AS A TRUE STATEMENT 
OF THE CENTRAL OBJECTIVE OF THE PERSONNEL EVALUATION REPORT PROGRAM* 

21* In conelusi<m - 

Two factors that contribute most directly to good morale in any 
organisation 

a* To have confidence in the organlaatlono 

b* To feUl that one's abilities are being fully utilized. 


25X1 A9A 

1 October 1952 
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